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to tho Director, Rcom 2 2165, ab 1600 hours on the Pridey procoding uaturday
and Sunday duty or on the doy Nrecading holiday duty to be briefed relativo
to tho use of telephones and tolrocoive any spocinl instructions rolative
to the Director's offica. \
7+ Duty officers and aUSLstunﬁs ero authorlaod to oxchange tours of
.duty with other o proprlate poruonnai howover, rosponslbility rests with
tho individual deLulled to report to the Executive for P&A by 1200
hours on Fridey nroceding the tour of grhy the nerme of the norson to
relieve hin, H

8. Tho duty officer will make a txorough security chock ot 1700 25x1A(

hours of all offices in the that have been

opened during the day in compliance ﬁith parapraph 10, Security Regulations,

25X1A .

"CIG,  Any person who enters his office in the

for purnosses of work on Suturdc*s,!'undays, or Holidays will notify tie
§
duty officer, who for scourity nur%ou654will list the arrivels and depﬁr—
tures in the duty offlcors bool, K |
9¢ The duty officer's book w1ll\conta4n nothing highor than RESTRICTED
meterial and*at the completion of ozch bour of duty, will be loft on the
desk of tho Secretary to the Dircector in: Roon 2166 after which the room
will be locked. All other classificd mate?inl will be pluced in the duty
officer's nersonal safe ot 1706 hours on tﬂe day of duty and turned over
to Ceatral Records for distribution by 0845}tho following normal work day
10, All civilian nersomnel who are dotdilod for this duty may be
. Blven compensatory: tlne off or paid ovcrtlne in accordance with uhO

25X1A
provisions of Adnlnlstratrvo Orde4 Llssuod 13 Hovember 1946, .

FOR THE DIRECTOR OF CENTRAL INTLLLI GLMCE:
' 25X1A

Colonel, AGD
Executive for Personnel
and Administration

W .
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CRIITRAL INTELLIGENCE GRUUP

CAI.G.. ADiIINIS TRATIVE 25X1A

SAWURDAY, SUNDAY & HOLIDAY DUTY,
l. CIG A(lminis'l:rn‘tival |dated 1l December 1946, subject: 25X1A
"Snturdey, Sunday & Holiday Duty,| [ is hereby rescinded, |

and the following is substituted therefor.

2. Effective immediately, Saturday, Sunday & Holiday duty will be
nerformed by a duby officer and an assistant who will be detniled by
separate memoranda from time to tine.

3+ Duty officers and their assistonts will be on duty from OBSO‘until

1700 on Santurdays, Sundays & Holidays. The place of duty for the duty

25X1A

officer will be Room 2165, the assistant

will be in Room 2168. Howevér, when the. Secretary to the Director is
rresent, the 'duty officer may‘ toke station in any other office of CIG and
will be notified by the Secretary when it is arain necessary to take
stacion in Room 2165,

4. The duty officer will keep a signature list of all persons 25X1A

entering and leaving offices of CIG in L accept delivery

of classified and unclassified material, caccept visitors to any office of
GLG, answer all calls coming in to Room 2165, and will take such initial
, .

steps as may be appropriate in any osse. When he deems it necessary, he
will'notify the propor person relative to urp‘en'b ratbers so that action
may be taken. The nrimary function of the assistant +o the duty officer
will be to provide nocessary clerical and stenographic nssistance.

5. The Assistant Directors of Offices, iChief'of ICAPS. end Executive
for PaA will subnit te the Secretary to the Director not later than 1200

hours on the Friday nreceding Saturday or Sunday duty, and not later then

1200 hours on the duy nreceding a holiday tour of duty, & stand-by list

“of two individuals who can be contacted, together with their home address.

end hore telophone number. Where offices maintain a full-time d}xty o.f.‘ficei' i
on Saturdgys, Sundays or Holidays, his name and telephone number ﬁay be
subnitted inb,lieu of the above. The Seéretary to the Director will then
ploce ’chese.addresses» in the duty officer's book which will also include

o list of all persons entering lofi‘ices on Saturdays,; Sundays, or Holid‘ays, = k i

one copy of 'CIG Adninistrative one copy of ,CIG Security .

:

Regulotions, PESTHCTL‘D personnel r'oster‘s, and necessary telephone
direchories.
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v 6., The duty ofi:lcjér or his nssistant will 'roport to tho Secrotury
to the Director, Room 2165; at 1600 hours on theo Fridoey proceding Sa‘turvdo.‘v
and Sunday duty or.on the duy prouoding‘ holiday duty to be briefod relative
to tho use of telephones and to receive oany special ins'tructions rolative
to the Director's offico. |

7+  Duty officers ond assistants cre authorized to exchange tours of
duty with other appropricto personnel; howovof, rosponsibility rests with
tho individual detailed to roport to the Executivo for P&A by 1200
hburs on Fridey preceding tho tour of duty tho name of the nerson %o

relieve hin.

8.. The duty officer will make a thorough security choeck ot 1700

25X1A

hours of all offices in tho that have been

opened during tho day in compliance with norapraph 10, Sesurity Regulations, 25X1A ":

CIG. Any person who enters his office in the ]l

for purposes of work on Saturdcys, Sundays, or Holidays will notify the
duty officer, who for scourity hﬁrposes will list the arrivals and depar-
tures in the duty officers book. V

9, The duty officer's book will contain nothing higher than RESTRICTED
mefierial and*at the completion of occh tour of duby, will be left on the
desk of the Secretnry to the Dircctor in Room 2165 after which the room
will bo locked. All other classified muterial will be ploced in the duty
officer's nerscaal safe ot 1700 hours on the day. of duty and turned over.
%o Central Records for distribution by 0845 the following normal work day.
| 10, All ecivilian porsomnel who are dotniled for this duty may be
~given compensatory time off or pyaid ovértime in nccordance with the

. . : 25X1A
provisions of Adxninis’prative Order I:I issued 13 November 1946, :

FOR'THE DIRECTOR OF CE{TRAL INTELLIGLNCE:

i 25X1A

Coloncl, AGD
Lxecutive for Personnel
and Administration

" Approved For Releasé 2003/01/27 : CIA-RDP81-00728R000100050051-3 FERTE Y
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Cul. G. ADNINTSTRATIVE

SAURDAY, SUNDAY & HOLIDAY DUTY

1, CIG Adm‘jnistmtive:l doeted 11 Decomber ‘1946, subject:

"Saturday, Sunday & Ioliday Duty,l ' is hereby rescinded,

and the following ic suhstituted Shorefor.

2.  Effective immediately, Saturday, Sunday & lloliday duty will be
performed by a duty officer and an assistant who will be detailed by separate
memoranda {rom time to time.

3 Duty officers and their assistants will be on duty from 0830 until

1700 on Saturdays, Sundays & Holidays. The placo of duty for the duty officer

will be Room 2185, the assistant will be in Room

2168, However, when the Secretary to the Director is nresent, the duty officer
mey take station in any other office of CIG and will be notified by the
Secretary whon it is agein nocessary +to take station in Room 2165,

4. The duty offjcer will keep a sirnature list of all rersons entering

and leaving offices of CIG in accept delivery of

classified and unclassified material, accopt visitors to any office of (IG,
answer all calls coming in to Room 2165, and will take such initial steps as
may be appropriate in any case. When he deems it necessary, he will notily the
proper person relative to urgent matters so that action may be taken. The
primary function of the assistant to the duty officer will be to provide
necessary clerical and stenographic assistance.

5 The‘ Assistant Directors of Offices, Chief of ICAPS and Executive for
Pé&A will submit to the Secrolﬁary to the Director not later +than 1200 hours on ‘th_e
Friday preceding Saturdey or Sunday duty, and ﬁot later than 1200 hours on the
day precsding a holiday tour of duty, a stand-‘by‘libs’c of two individuals who
can be contacted, topether with their home address and home telephone numbef.
Whére offices maintain a f‘ull—time duty off‘icer on Satufdays, Sundays or Holidays,

his name and telephone number may be submltted in lieu of the a%ove. The

» ‘Secretary to the Director will then place these addresses in the duty officer's

i book which will also 1nc1ude a 113'&: of all persons entering offices on Saturdays,

25X1A

25X1A

25X1A

25X1A
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one ccpy of CIG Administraﬁive Order No.--, one copy uf CIG Security Rerula-
tions, RESTRICIED porsonnel rosters, and nocessary telephone directories.

6. To duty officer or his assistant will report to the Secretary
to the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and
Sunday duty or on the day preceding holiday duty to be briefed relative to
tﬁe use of telephones and to receive any special ins’ructions relative to
the Director's office.

7. Duty officers and assistants are aufhorizod to exchange tours of

duty with other appropriate personnel; however, responsibility rests with

‘the individual detailed to report to the Executive for P&A by 1200 hours on

Friday preceding the tour of duty the name of the person to relieve him.

8. The duty officer will make a thorough security check at 1700 hours

of all offices in the that have been opened

during the day in compliance with parapraph 10, Security Repulations, CIG,

Any person who enters his office in the for

purposes of work on Saturdays, Sundays, or Ilolidays will notify the duty officer,

who for security purposes, will list the arrivals and departures in the duty

officer's book.
9. The duty officer's book will contain nothing higher than RLSTRICTLD
meterial and at the completion of each tour of duty, will be left on the

desk of the Secretary to the Director in Room 2165 after which the room will

. be locked. All other classified material will be placed in the duty officer's

personal safe‘at 1700 hoursvon the day of duty and turned over to Central
Records for distribution by 0845 tﬁe following normal work day.

10, All civilian personnel who are detailed for this duty may be given
compensatory timé off or paid overtine in accordaﬁce‘with the provisions of

Administrative Order[::::::] issued 13 November 1946,

Colonel, AGD }
Executive for Personnel R
and Administration

T TR s
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RESTRI CTED DIAFT

6 Jeanuary 1947
CENTRAL INTELLIOENCE GROUP

C.I .Gy ADMIWISTRATIVE ORDER NOe ww

SATURDAY, SUNDAY & IIOLIDAY DUTY,| 25X1A

1., CIG Admin:‘cstrntivel_—_l dated 11 December 1946, subject:

"Saturday, Sunday & Holiday Duty, | | is hereby rescinded,

25X1A

and the following is substituted therefor.

2. Effective immediately, Saturday, Sunday & Holiday duty will be
performed by a duty officer and an assistant who will be detailed by seperate
memoranda from time to time.

3.  Duty officers and their assigtants will be on duty from 0830 until

1700 on Saturdays, Sundays & Holidays. The placo of duty for the duty officer
25X1A

will be Room 2165, ] | the assistant will be in Room

2168. However, when the Secretary to the Director is present, the duty of ficer
may take station in any other office of CICG end will be notified by the
Seoretary whon it is again necessary to take station in Room 2166,

4. The duty officer will keep & sipnature list of all persoms entering

25X1A

and leaving offices of CIG in accept delivery of

classified and unclassified material, accept visitors to any office of CIG,
enswer all calls coming in to Room 2165, and will take such initial stebs as
may be appropriate in any cuse. When he éeems it neccssary, he will notify the
proper person relative to urgent matters so that action may be teken. . The
primary function of the assistant to the duty officer will be to provide
necessary clerical and stenographic assistances

5. The Assistant Directors of Offices, Chief of IGAPS and Executive foi
P&A will submit to the Secrotary to the Diz‘ac‘tor not later then 1200 hours on ‘ithe
Fridey p'redading éaturduy or Sunday duty, and not later then 1200 hours on the
day v;varecedin,g a-holiday tour of duty, & stend-by list of two individuals who
can be contacted, together with their home address and home.telephone number..
Where offices maintein a full-time duty officer on Saturdays, Sundays or Holidays,
his name and telephone number may be ;ubmitted in‘ lieu of the above. 'Jhe‘>
Secretary to the ‘Diréctor will then i)‘l‘a‘oe these addresses in the duty fo;icer"'s

book which will elso include a list of all persons entering offices on Saturdaeys,

. ‘ ‘ Approved For Release 2003/01/27 : CIA-RDP81-00728R000100050051-3
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RESTRICTED
one oopy of CIG Administrative Order No.--, one copy of CIG Security Repula-
tions, RESTRICTED personnol rosters, and necessary telophone directorios.

: 6. Tho duty officer or his assistant will report to tho Secrotary
to the Dirsctor, Room 2165, at 1600 hours on thoe Friday preceding Saturday and
Sunday dui;y or bn the dny preceding holiday duty to be briefod relstive to
the use of telephones and to roceive any special inatructions relative to
the Director's of'fice.

7. Duty officors and msgsistants are authorizod to oxchange tours of
duty with other eppropriate personnel; however, rosponsibility rests with
the individual detailed to report to the Execubtive for P&A by 1200 hours on
Fridé.y preceding the tour of duty the name of the person 4o relieve him.

8. The duty officer will make a thorough gsecurity check at 1700 hours

of all offices in the t that have boeen opened

during the day in compliance with paragraph 10, Security Regulations, CIG.

Any person who enters his office in the "or

purposes of work on Safurdays, Sundays, or Iclidays will notify the duty officer,
who for sesurity purposes, will list the arrivals and departures in the duty
officer's book.

9. The duty officer's book will contain nothing higher than RESTRICTED
material and at the completion of euqh tour.of duty, will be left on the
desk of the Secretary to the Direotor in Room 2165 after which the room will
be locked. All other classified material will be placed in the duty officer's
personal safe at 1700 hours on the day of duty and turned over to Central
Records for distribution by 0845 the following norunal work day.

10. All oivilian personnel who are defailevd for this duty may be given
compensatory time off or paid overtime in accordance with the provisions of

Administrative Order No.l:l issued 13 November 1946.

—GoIonel, AGU
Executive for Persommsl
and Administration

F3
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STANDARD FORM NO, 64

SUBJECT: CIG “Administrative Order )
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’F‘(Anﬁ.""

O]ﬁc‘e Memomndum « UNITED STATES GOVERNMENT

: Executive for Personnel and Admirnistration DATE: 19 December 1946

: Chief, PFinance Division

Administrdtive Order issued 11 December 19L6 provides for
duty on Saturdays, Suhm=ysy;—and Hplidays in the
Building states in Paragraph 10 that "All civilian personnel who are
detailed fox this duty will be given compensatory time off or will

be paid overtime as elected by the individual concerned consistent

with Civil Service regulations”, This appesars to be in conflict

with the provisions of Paragraph 2 of Administrative Order [ |
issued 13 Ngovember 1946 which states in part that “"Overtime for employees
in grades up to and including the base pay of P-2 or CAF~7 will be
compensated at time and one-half provided such overtime is approved

in advance by the Chlef, Budget Section, Finance Division!. For
employees in grades above the base pay of P-2 or CAF-7, compensatory
~time off may be allowed in accordance with the provisions of Public Law
106~ 79th Congress.

It appears that in order to eliminate the conflict between the two
orders it will be necessary to amend one of the orders. It is sugpgested
that Paragraph 10 of Administrative Orderqm amended to read

as followss W"ALl civilian personnel who are detalled for this duty may
be given compensatory time off or paid overtime in accordance with the
provisions of Administrative Orderpﬂ issued 13 November 1946." /

LAJWARU Re  SAUNVORO
Chief, Finance Division

e
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Execitive for Personnel and Aqministration 19 Dacomber 1946

Chief, Finance Division

CI0 Administrative Order :I

A@ministrativo Order [;::::]issued 11 December ]

duty on Saturdays, Sundays, and Hylidays in the

Bullding states in Paragraph 10 that "All eivilt ergonnel who are

detailed for this duty will be given compensatory time off or will
be pald overtime as elected by tho individual concerned consistent
with Civil Service regulations®, This appears to be in conflict
with the provisions of Paragraph 2 of Administrative Order
issued 13 November 1946 which astates in part that "Overtime for employees
in grades up to and including the base pay of P~2 or CAF-T will be
compensated at time and one-half provided such overtime is approved

in advance by the Chief, Budget Section, Finance DLivision!. For

employees in grades above the base pay of P-2 or CAF-7, compensatory
time off may be allowed in accordance with the provisions of Public Law
106~ 79th Congress.

It appears that in order to eliminate the conflict between the two
orders it will be necessary to amend one of the orders. T+ is suggested
that Paragraph 10 of Administrative[_ ] be amended to read

' as follows: "All civilian personnel who are detailed for this duty may

be given compensatory time off or paid overtime in accordance with the
provislons of Administrative [:::::::::::] issued 13 November 1946."

EDWARD R. SAUNDERS
Chief, Finance Division
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6+ The duty officor 6r his nssistant will roport to tho Jooretory - kel

to thw Diroctor, Ioom 2166, at 1600 hours on the Fridey procoding Seturday
and Sunday duty or on the duy rrecoding holiday duty to bu bricfed relative
to the use of telerhones and to recoive any specinl instructions rolative
to the Director's office.

7+ Duty officers and assistants aro authorized to ozchanpge toﬁrs of
duty with other approprimtu porgonnol; howover, rosponsibility rosts with
the individual detniled to report to the Exceutive for P&A by 1.00
hours on Fridey »roceding the. tour of duty the nerme of the rerson to
relieve hinm,

8. Tho duty officer will malko o thorough security check at 1700

hours of all offices in the bhat have been 25X1A1

opened during tho doy in compliance with noragrarh 10, Security legulations,

25X1A

ClG. Any person who enters his office in the

. for purposes of work on Saturdeys, Sundays, or Holidays will notify the
duty officer, who for seeurity nurnoses will list the arrivals and depar-
tures in tho duty officers book.

9+ The duty officor's book will contain nothing higher than RESTRICTED
meterial and¢at the complgtion of ecch tour of duty, will be loft on the
desk of tho Secretary to the Dircctor in Room 2165 after vhich the room
will be blockod. All other classified materidl will be placed in the duty
officer's nersonal _sc.fe‘c-.“‘. 1700 hours on the doy of duty and turngd over
to Coﬁtral Rocords for distribution by 0845 tho following normal work day.

10. All civilian.norsonnel who arc deteiled for this duty moy be
given» componsatory time off vor raid overtime in accordance with the

25X1A
provisions of Administrative Order I:I issucd 13 Novembeor 1946, ‘

. - FOR THE DIRECTOR OF CEWTRAL INTLLLI GLWCE:

. © 25X1A

Colonecl, AGD
“Executive for Personnel.
and Administration
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